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Introduction  

Welcome!  As an employee of Eau Claire Parks, Recreation, and Forestry concession operations, there are many 
responsibilities required of staff for the safety and service of our customers.  Among the most important responsibilities 
include making and selling concession products to customers with a friendly, welcoming attitude and treating each 
customer with respect.  Other responsibilities include: following policies and procedures, understanding and operating 
concession equipment, monitoring and following inventory control policies and procedures, and helping to keep the 
facility and concession stand clean and operational. Understanding cash handling procedures and policies is another 
important responsibility required of all staff. 
 

Licensing  

City of Eau Claire Restaurant License  
¶ Concession Facility License 

¶ Health/Restaurant ς A <100,000 

¶ Renew annual License held by operating organization at each location and display at each site near the door, 
contained in a frame  

 

State of Wisconsin Food Manager Certification 
¶ Individual Certification 

¶ Five-year certification 

¶ Display at each site near the door, contained in a frame 

¶ Certification managed by operating organization at each site location 
 

Signage  

Hand Washing & Sink Basin Signs 
¶ Employee Hand Wash Signs - Located at each entry/exit door to concession stand and restroom facility and 

above sink areas. 

¶ Each sink basin must be labeled in this order: WASH, RINSE, SANITIZE.  If there is a fourth basin sink, one bay on 
either end can be labeled HAND WASH. 

 

Food Preparation Critical Temperature Signs 
¶ Post in food preparation areas 

 

Inspections  by City County Health Department  

Signage 
¶ Hand Washing, Food Preparation Critical Temperature, and Restrooms labeled with appropriate gender. 

 

Storage 
¶ Chemicals are stored away from food, beverage, and paper products.  May be stored on the floor in a 

designated area. 

¶ CƻƻŘΣ ōŜǾŜǊŀƎŜΣ ŀƴŘ ǇŀǇŜǊ ǇǊƻŘǳŎǘǎ Ƴǳǎǘ ōŜ ǎǘƻǊŜŘ ŀǘ ƭŜŀǎǘ сέ ƻŦŦ ƻŦ ǘƘŜ ŦƭƻƻǊΦ   

¶ Wood shelving must be painted. 
 

Thermometers 
¶ Thermometers must be located in each of the following areas: Meat/cooking preparation area, each cooler, and 

each freezer. 
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Cleanliness 
¶ All sinks must be properly cleaned prior to closing 

¶ Store chemicals in a designated shelf area, on the floor, or above the wash basin.  Chemicals may not be stored 
ŀōƻǾŜ ŀƴȅ άŦƻƻŘέΣ άǎŀƴƛǘƛȊŜŘέΣ ƻǊ άŘǊȅƛƴƎέ ŀǊŜŀΦ 

¶ Soiled cloths may not hang or lie in any sink basin.  Designate an area for drying cloths. 

¶ Clean under all machines prior to closing. 

¶ Clean waste compartments of all warmers and machines daily.  

¶ Follow all the cleaning checklists every day.  
 
 

Food Preparation and Storage 
¶ Gloves must be worn by all employees/volunteers handling food. 

¶ Gloves should be available at each food preparation station. 

¶ When thawing meat products, meats should be stored in the following order lowest shelf to highest: Uncooked 
meats, brats.  Pre-cooked meat, Brats, Hotdogs.  Uncooked meat should never be placed on a shelf above pre-
cooked meat. 

¶ Cover all food for storage.  
 
 

Date Info 
¶ Ready-to-Ŝŀǘ ¢/{ ŦƻƻŘ Ŏŀƴ ōŜ ǎǘƻǊŜŘ ŦƻǊ ƻƴƭȅ ǎŜǾŜƴ Řŀȅǎ ƛŦ ƛǘ ƛǎ ƘŜƭŘ ŀǘ пмɕC όрɕ/ύ  

or lower 

¶ The count begins on the day that the food was prepared or a commercial container  
was opened 

¶ For example, hot dogs prepared and stored on October 1 would have a discard date of October 7 on the label 

¶ Write the use-by day or date on the label or bag used. 
 
 
 

Facility Operations  

Hobbs Operations  
The Hobbs concession stand uses the two main center windows as well as the lobby window for operation.  There will be 
ǘǿƻ ŎŀǎƘ ǊŜƎƛǎǘŜǊǎ ƻǇŜƴ ŘǳǊƛƴƎ ǇŜŀƪ ǘƛƳŜǎ ŀƴŘ ŀ άŎŀǎƘƛŜǊέ ŀƴŘ άǊǳƴƴŜǊέ ŀǎǎƛƎƴŜŘ ǘƻ ŜŀŎƘ ǊŜƎƛǎǘŜǊΦ  ! ŦƛŦǘƘ άǇǊŜǇέ ǇŜǊǎƻƴ 
will also be assigned, to make product and keep the concession stand stocked depending on the event. 
 
Patrons should be ready to order by the time they reach the window.  If a customer is not ready, you may want to politely 
ŀǎƪ ǘƘŜƳ ǘƻ ǎǘŜǇ ŀǎƛŘŜ ǳƴǘƛƭ ǘƘŜȅ ŀǊŜ ǊŜŀŘȅ ǘƻ ƻǊŘŜǊ ŀƴŘ ǘŀƪŜ ǘƘŜ ƴŜȄǘ ŎǳǎǘƻƳŜǊΩǎ ƻǊŘŜǊ ƛŦ ǎƘŜ ƻǊ ƘŜ ƛǎ ǊŜŀŘȅΦ  
 
¢ƘŜ άǊǳƴƴŜǊέ ŀǎǎƛƎƴŜŘ ǘƻ ŜŀŎƘ ǊŜƎƛǎǘŜǊ ǿƛƭƭ ǘŀƪŜ ϧ ƎŜǘ ŜŀŎƘ ƻǊŘŜǊΦ  hǊŘŜǊǎ ǿƛƭƭ ōŜ ǇƭŀŎŜŘ ƴŜȄǘ ǘƻ ǘƘŜ ǊŜƎƛǎǘŜǊ ŀƴŘ ŜƴǘŜǊŜŘ 
in by the cashier.  Runners will get their own beverages, slushies, candy, and chips.  Every attempt should be made to 
move the line as quickly and efficiently as possible.  During rush times, all staff must work as a team to ensure efficient 
operation. 
 
 

Fairfax Operations 
The pool concession stand uses the two main windows for operation.  There will be one cash register open during peak 
ǘƛƳŜǎ ŀƴŘ ŀ άŎŀǎƘƛŜǊέ ŀƴŘ м άǊǳƴƴŜǊέ ŀǎǎƛƎƴŜŘ ǘƻ ŜŀŎƘ ǊŜƎƛǎǘŜǊΦ  ! third άǇǊŜǇέ ǇŜǊǎƻƴ ǿƛƭƭ ŀƭǎƻ ōŜ ŀǎǎƛƎƴŜŘΣ ǘƻ ƳŀƪŜ 
product and keep the concession stand stocked as needed. 
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Patrons should be ready to order by the time they reach the window.  If a customer is not ready, you may want to politely 
ŀǎƪ ǘƘŜƳ ǘƻ ǎǘŜǇ ŀǎƛŘŜ ǳƴǘƛƭ ǘƘŜȅ ŀǊŜ ǊŜŀŘȅ ǘƻ ƻǊŘŜǊ ŀƴŘ ǘŀƪŜ ǘƘŜ ƴŜȄǘ ŎǳǎǘƻƳŜǊΩǎ ƻǊŘŜǊ ƛŦ ǎƘŜ ƻǊ ƘŜ ƛǎ ǊŜŀŘȅΦ 
 
¢ƘŜ άǊǳƴƴŜǊέ ŀǎǎƛƎƴŜŘ ǘƻ ŜŀŎƘ ǊŜƎƛǎǘŜǊ ǿƛƭƭ ǘŀƪŜ ϧ ƎŜǘ ŜŀŎƘ ƻǊŘŜǊΦ  hǊŘŜǊǎ ǿƛƭƭ ōŜ ǇƭŀŎŜŘ ƴŜȄǘ ǘƻ ǘƘŜ ǊŜƎƛǎǘŜǊ ŀƴŘ ŜƴǘŜǊŜŘ 
in by the cashier.  Runners will get their own beverages, slushies, candy, ice cream, and chips.  Every attempt should be 
made to move the line as quickly and efficiently as possible.  During rush times, all staff must work as a team to ensure 
efficient operation. 
 

Carson Operations 
The Carson concession stand uses the two main center windows for operation.  There will be up to five cash registers open 
ŘǳǊƛƴƎ ǇŜŀƪ ǘƛƳŜǎ ŀƴŘ ŀ άŎŀǎƘƛŜǊέ ŀƴŘ άǊǳƴƴŜǊέ ŀǎǎƛƎƴŜŘ ǘƻ ŜŀŎƘ ǊŜƎƛǎǘŜǊΦ  Volunteers are scheduled for major events to 
make products, and keep the concession stand stocked.  On slower sales days, a Lead and one cashier are scheduled.   
 
Patrons should be ready to order by the time they reach the window.  If a customer is not ready, you may want to politely 
ŀǎƪ ǘƘŜƳ ǘƻ ǎǘŜǇ ŀǎƛŘŜ ǳƴǘƛƭ ǘƘŜȅ ŀǊŜ ǊŜŀŘȅ ǘƻ ƻǊŘŜǊ ŀƴŘ ǘŀƪŜ ǘƘŜ ƴŜȄǘ ŎǳǎǘƻƳŜǊΩǎ ƻǊŘŜǊ ƛŦ ǎƘŜ ƻǊ ƘŜ ƛǎ ǊŜŀŘȅΦ 
 
¢ƘŜ άǊǳƴƴŜǊέ ŀǎǎƛƎƴŜŘ ǘƻ ŜŀŎƘ ǊŜƎƛǎǘŜǊ ǿƛƭƭ ǘŀƪŜ ϧ ƎŜǘ ŜŀŎƘ ƻǊŘŜǊΦ  hǊŘŜǊǎ ǿƛƭƭ ōŜ ǇƭŀŎŜŘ ƴŜȄǘ ǘƻ ǘƘŜ ǊŜƎƛǎǘŜǊ ŀƴŘ ŜƴǘŜǊŜŘ 
in by the cashier.  Runners will get their own beverages, slushies, candy, ice cream, and chips.  Every attempt should be 
made to move the line as quickly and efficiently as possible.  During rush times, all staff must work as a team to ensure 
efficient operation. 

 
Carson Satellite Stand 
¶ Acquire one cash box from the Concessions Operations Specialist or Lead Cashier 

¶ Ask the Concessions Operations Specialist or Lead Cashier to give you a start change. 

¶ Take a roaster NESCO for hotdogs (fill partially with water for cooking) 

¶ Make 100 Hotdogs 

¶ Appropriate buns 

¶ Hot Chocolate supplies if needed 
 
IMPORTANT: Restock beverages as needed from the fridge.  We do not want warm products sold to customers. 
Concessions Operations Specialist or Lead Cashier can let you in.  You may use cell phones to communicate. 
 
END OF GAME 

¶ Restock all coolers FULL 

¶ Remove all extra food (Concessions Operations Specialist or Lead Cashier will tell you what to do with it, do not 
leave food in coolers, freezers, or on the counter) 

¶ Empty all garbage cans, break down boxes and put into dumpster 

¶ Sweep and mop floors. 

¶ Clean machines (popcorn, hot beverage, slushie and counters) 

¶ Take a tally sheet and cash to Lead Cashier, Program Supervisor or the Concessions Operations Specialist (help 
them count it) 

 

Uniforms   

All staff receive 1 free staff shirt per year.  Additional uniforms must be purchased by the employee.  
 
Specialists are required to wear navy-blue polo shirts with the department logo.  The cashierΩǎ uniform is a blue t-shirt 
with the department logo and a hat. 
 

Volunteers  

Reference to the Concession Policies section for detailed information regarding volunteers.   
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Cash Handling Policies and Procedures  

Manager and start change will be kept in the designated safe for each facility.   
 
All deposits should be verified by the Lead Cashier, Program Supervisor or Concessions Operations Specialist when 
closing a cash drawer and then placed in a lockable bank bag if available. 
   

For Carson: Cashier counts their cash deposit and start change away from public view. All deposits should be 
verified by the lead cashier, program supervisor or concessions operations specialist on duty. They will verify each 
ŎŀǎƘƛŜǊΩǎ ŘǊŀǿŜǊ ŀƴŘ ŘŜǇƻǎƛǘΣ ǇƭŀŎŜ ŀƭƭ ŘŜǇƻǎƛǘǎ ƛƴ ŀ ƭƻŎƪŀōƭŜ ōŀƴƪ ōŀƎ ǿƛǘƘ ǘƘŜ Cashier Reconciliation Form 
(yellow), and then put the entire deposit in the safe.  The Site Lead or Concessions Specialist will take to the Parks 
and Recreation Administrative office the next business day.  Parks & Recreation Administrative front office will 
verify, create a deposit and deliver to the bank.     
 
For Fairfax: Cashier counts their cash deposit and start change away from public view. All deposits should be 
ǾŜǊƛŦƛŜŘ ǿƘŜƴ ŎƭƻǎƛƴƎ ŀ ŎŀǎƘ ŘǊŀǿŜǊΦ ¢ƘŜ {ǇŜŎƛŀƭƛǎǘ ƻƴ Řǳǘȅ ǿƛƭƭ ǾŜǊƛŦȅ ŜŀŎƘ ŎŀǎƘƛŜǊΩǎ ŘǊŀǿŜǊ ŀƴŘ ŘŜǇƻǎƛǘΣ ǇƭŀŎŜ ŀƭƭ 
deposits in a lockable bank bag with the Cashier Reconciliation Form (yellow), and then put the entire deposit in 
the safe.  The Site Lead or Concessions Specialist will take to the Parks and Recreation Administrative office the 
next business day.  Parks and Recreation Administrative front office will verify, create a deposit, and bring it to the 
bank.   

For Hobbs: Cashier counts their cash deposit and start change away from public view. All deposits should be 
verified by the lead cashier, program supervisor or concessions operations specialist on duty. They will verify each 
ŎŀǎƘƛŜǊΩǎ ŘǊŀǿŜǊ ŀƴŘ ŘŜǇƻǎƛǘΣ ǇƭŀŎŜ ŀƭƭ ŘŜǇƻǎƛǘǎ ƛƴ ŀ ƭƻŎƪŀōƭŜ ōŀƴƪ ōŀƎ ǿƛǘƘ ǘƘŜ Cashier Reconciliation Form 
(yellow), and then put the entire deposit in the safe. If there is no manager on duty, Hobbs Building Supervisor 
should verify and place it in the Hobbs safe.  Deposits will be verified and processed by the Parks & Recreation 
Administrative front office on the next business day.   

 
For Carson: Recreation Management Software, ActiveNet, will be used for all transactions and payments.  Transactions 
ŀƴŘ ǇŀȅƳŜƴǘǎ ǊŜŎŜƛǾŜŘ ŀǘ ŀƴȅ ǎŀǘŜƭƭƛǘŜ ǎǘŀƴŘ ǿƛƭƭ ōŜ ǊŜŎƻǊŘŜŘ ƻƴ ǘƘŜ άtǊƻŘǳŎǘ {ŀƭŜǎ CƻǊƳέΣ ƛŦ ŀ th{ ǘŀōƭŜǘ ƛǎ ƴƻǘ 
available.   Satellite stands are a cash only operation.  Checks cannot be accepted.  At closing, the satellite sales and 
money will be entered into Recreation Management Software at the main stand if a POS tablet was not used in the 
satellite stand.  A deposit must be created at the end of each calendar day if any currency has been receipted. All 
deposits will be verified as indicated above. 
 
For Fairfax: Recreation Management Software, ActiveNet, will be used for all transactions and payments.  This includes 
free admission and season pass entry.  Checks cannot be accepted at POS registers at admissions and concessions; 
exception for Group Admissions over 20 patrons and season pass sales forms.  A deposit must be created at the end of 
each calendar day if any currency or checks have been receipted.  All deposits will be verified as indicated above. 
 
For Hobbs: Recreation Management Software, ActiveNet, will be used for all transactions and payments.  This includes 
free admission.  Transactions and payments occurring during regular business hours will be entered into and processed 
by the Parks & Recreation administrative office staff. All reservation payments must be processed by the Parks and 
Recreation Office. Checks cannot be accepted at POS registers at admissions and concessions.  Transactions and payments 
received after regular business hours, weekends and holidays will be handled as follows: Payments for rentals may not be 
accepted after regular business hours.  A deposit must be created at the end of each calendar day if any currency or checks 
have been receipted.  All deposits will be verified as indicated above. 
 
 
 



7 
 

 
 
All financial invoices and transactions will be entered into Recreation Management Software, ActiveNet.  Payment plans 
must be approved by the Recreation Manager.  User groups with rental agreements will be invoiced directly by the Finance 
Department.  User groups without agreements will be invoiced by Parks and Recreation Administrative staff. Every 
customer paying for scheduled ice time and facility/room rentals must be given a receipt at the time of payment.   
 
Parks & Recreation administrative office staff will enter and process all team and individual program registrations.  Each 
facility will require staff to enter and process all admissions and concession transactions.  Payment is required at the time 
of entry. 
 
Designated staff, assigned by the Recreation Manager or Finance Department, will audit the cash receipt books and 
reports periodically.  All system users will be included in these reports. 
 

Verifying Start Change & Cash Handling Procedures While Open 
Admission desk and concession stand cashiers will need to pick up start change from the lead cashier, program supervisor 
or concessions specialist on duty at Carson Park, Fairfax, and Hobbs Ice Arena. IƻōōǎΩǎ admission desk stand cashiers will 
get the start change from the Lead Cashier or Hobbs Building Supervisor on Duty. If a lead cashier, program supervisor or 
concessions specialist are not on duty, a Hobbs Building Supervisor on duty will get Hobbs Concessions money from the 
Recreation Administrative Office and put it in the Hobbs Concessions Safe. The Lead Cashier will open the safe and get the 
start change bags for all concession workers. Cashiers should be scheduled to check in 15 minutes prior to their shift.  Each 
cashier should sign in on the cashier sign-in sheet at Carson Park and Hobbs Ice Arena. 
 
Only one cashier is assigned to a register/computer.  If two or more people are working at the admissions desk or in the 
concession stand, only the assigned cashier can work at the cash register or computer.  When on break, 
registers/computers should be locked and password protected.  Windows should be closed and doors locked if other staff 
are not present. Multiple cashiers cannot work the same workstation in the same shift. 
 

Additional Start Change 
If there is a safe on site, it must remain locked at all times.  All managers change and start cash bags remain locked in the 
safe.  Managers must verify ALL cash on hand at the beginning of and at the end of their shift or business day. 
A manager will distribute start cash bags and make additional changes as requested.  Start cash bags must be counted and 
verified by the cashier upon distribution.  All start cash must be placed in the locked cash drawer.  At no time should 
money remain in the cash start bag during a cashier shift. 
 
The Program Supervisor, Lead Cashier, or Concessions Operations Specialist will have an additional start change located 
in the designated facility safe.  The Lead Cashier, Program Supervisor or the Concessions Operations Specialist will verify 
the amount of cash on hand at the end of each shift. Lead Cashiers will be responsible for ensuring the start change is 
accurate and the larger bills are cashed in for smaller cash/coin. You must also fill out the manager change verification 
form at the end of shift, either on a blue or pink sheet. 
 
If cashiers need additional change they will buy the change from the Lead Cashier, Program Supervisor or the Concessions 
Operations Specialist.  For example, if they need a roll of quarters, they need to give the Lead Cashier, Program Supervisor 
or the Concessions Operations Specialist $10.00, which will be placed in the ƳŀƴŀƎŜǊΩǎ start change bag.  Start change 
should always remain at the same amount for the manager and cashiers. 
 

¶ It is important to return all manager change and start cash bags to their original denominations as specified 
on laminated cards attached to each.  

¶ Managers may need to go to the bank to replenish cash to match the specified amounts if they are unable to 
do so with the cash on hand.  
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Transaction Errors 
If a transaction error is made, cashiers must record the error on the Deleted Payment Log. Errors must be recorded and 
cannot be corrected.  Errors will be reported to Finance by the administrative office team on the next business day.  The 
deleted payment log should accompany all deposits. 
 

Balancing a Cash Drawer    
The cashier will count out the start change as specified and place it in their start change bag.  The remaining amount of 
cash, coin, and checks should be counted and recorded on the Cashier Reconciliation Form (yellow). Upon completion, 
the manager on duty will verify the start change bag and the deposit prior to the cashier leaving. 
 
At the end of each shift, the manager on duty should run a Cash Receipts report. In ActiveNet, go to ς Reports ς Daily 
Close Reports ς Cash Receipts ς Click on Recall/Schedule ς Click on the correct location ς and change the to and from 
dates.  The cashier should not see these reports until after the Lead Cashier, Program Supervisor, or Concessions 
Operations Specialist verifies the start cash bag and deposit amounts.  If the amount of currency and checks on hand do 
not match the amount on the cash receipt report, the Lead Cashier, Program Supervisor, or Concessions Operations 
Specialist and cashier should recount the start change and deposit again.  If the amount is still incorrect, record the 
amount that is over/short on the cash reconciliation form (yellow). All over/short errors need to be immediately 
reported to the site supervisor.  
 

¶ At the end of each shift, cashiers should remove the cash tray in the register drawer to verify that all money is 
removed.  On occasion money is placed under the trays. 

¶ At closing, the cashier should leave the  cash drawer open, so it is easy to see that there isn't  
money in the drawer. 

 

Beginning of Shift Directions 
1. The cashier is given start change bag. 

2. Count your start change bag and verify the total amount and currently denominations match the label on the bag.  

a. All bills need to be counted individually. Take paper clipped money apart and count each individual bill. 

b. Do not open full rolls of quarters and only count if they are loose in a separate bag. 

c. If you find a discrepancy, find the Lead Cashier, Program Supervisor, or Concessions Operations Specialist 

onsite.  

3. Log into the computer with login credentials. 

4. Login to ActiveNet with login credentials (same as network login and password) 

a. ActiveNet Link: http://activenet.active.com/eauclaire/login  

b. Select the òBLUEó continue box on the right side of the screen 

c. Login using your cashier credentials 

d. Follow DUO authentication instructions 

5. Once logged into ActiveNet, click on the appropriate workstation and click submit. Your workstation will be labeled 

on your computer. 

6. This window will appear, ƛŦ ŎƻǊǊŜŎǘΣ ŎƭƛŎƪ άƻƪέ ŀƴŘ ŎƭƛŎƪ ƻƴ th{ κ tƻƛƴǘ ƻŦ {ŀƭŜ ƛŦ ƴƻǘ ŀƭǊŜŀŘȅ ƻǇŜƴŜŘΦ 

http://activenet.active.com/eauclaire/login
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7. LŦ ȅƻǳΩǊŜ ǿƻǊƪƛƴƎ ƳǳƭǘƛǇƭŜ Řŀȅǎ ƛƴ ŀ ǊƻǿΣ ȅƻǳ Ƴŀȅ ōŜ ŀǎƪŜŘΥ 

 
8. /ƭƛŎƪ ƻƴ ά/ǊŜŀǘŜ ŀ ƴŜǿ ŎŀǎƘ ǎǳƳƳŀǊȅ ǎƘŜŜǘ ŦƻǊ ǘƘŜ ǿƻǊƪǎǘŀǘƛƻƴέ ƛŦ ȅƻǳΩǊŜ ƻǇŜƴƛƴƎ ŀ ƴŜǿ ǎƘƛŦǘ ƻƴ ŀ ŘƛŦŦŜǊŜƴǘ ŘŀȅΦ 

LŦ ȅƻǳΩǊŜ ŎƻƳƛƴƎ ōŀŎƪ ŦǊƻƳ ŀ ōǊŜŀƪ ƛƴ ȅƻǳǊ ŎǳǊǊŜƴǘ ǎƘƛŦǘΣ ŎƭƛŎƪ ƻƴ ά/ƻƴǘƛƴǳŜ ǘƻ ǳǎŜ ŎǳǊǊŜƴǘ ŎŀǎƘ ǎǳƳƳŀǊȅ ǎƘŜŜǘέΦ 

Shift Close (Cashier) 
1. When all transactions are complete and a Lead Cashier, Program Supervisor, or Concessions Operations Specialist 

approves closing a shift, the cashier should close their register window, log out of the POS, remove their cash 
drawer, and shut down the computer. 

2. Cash counting should be done in a designated area away from customer view. 
3. Count out start change as specified and put it in the start change bag. 
4. Count the remaining money in the cash register drawer, this is your deposit. 
5. Complete a Cashier Reconciliation Form (yellow) and initial. 
6. Request Lead Cashier, Program Supervisor, or Concessions Operations Specialist verification of the start cash bag 

and deposit amount.  The manager should record over/short on the ŎŀǎƘƛŜǊΩǎ reconciliation yellow form. 
7. Specialists on duty are required to count and verify all facility change, start change, and deposit at the end of the 

business day.   

 
Shift Close (FFX Specialist, Lead Cashier or Manager on Duty) 

1. Log-in to the Recreation Management Software program with your credentials. 
2. Select Reports 
3. Select Cash Receipts Reports 
4. Verify cashier cash, credit, and check amounts. 

o If the amounts do not match, the specialist and/or lead cashier should recount amounts again. 
5. Record over/short on the Cashier Reconciliation Form (yellow) in red. 
6. Initial the Cashier Reconciliation Form (yellow). 
7. Place the Cashier Reconciliation Form (yellow), cash, and checks in a rainbow bag, then secure. Lock the various 

rainbow bags and place them in the safe.  
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Reconciling a Shift (will be completed by Parks & Recreation Administrative Office Staff) 

1. Save complete facility reports for each specific date to include Cash Receipts and Cash Distribution by Account. 
2. Count Facility manager change (Hobbs only). 
3. Recount the cash/coin/checks in each start cash bag. 
4. Verify the cash with the reports. 
5. If totals do not match, make corrections as able to. 
6. The designated Administrative Associate should enter the cash totals into the Cash Receipts Summary in 

ActiveNet 
7. The designated Administrative Associate should record a short amount in ActiveNet. 
8. Take all deposits to the bank. 
9. Replenish Hobbs manager changes as specified. 

 

Complete Report Process (will be completed by Parks & Recreation Administrative Office Staff) 

1. Once verification and reports are complete, please save in the appropriate CASH REPORTS file folder under the 

location, year and month. 

2. These two reports should be combined in ONE file for EACH location: 

a. Cash Distribution by Account Detail 

b. Cash Receipts Summary 

c. Save the combined file here: U:\Recreation\Recreation Administration\CASH REPORTS 

d. Rename by the date, amount and location. Ex: 10.7.21 526.00 Carson Park 

e. Place in the appropriate folder by month and year 

f. Send report(s) to treasury@eauclairewi.gov and accounting@eauclairewi.gov the following business 

day.  

ActiveNet Reports 
1. Go to Reports ς Daily Close Reports  

a. Save Cash Distribution by Account Detail 

b. Save Cash Receipts 

2. Cash Distribution by Account Detail 

a. Select the appropriate workstations 

b. Select the appropriate workstations (Fairfax 1, 2, 3, 4, etc.) 

c. Select the appropriate date 

d. Select Run Report 

3. Cash Receipts 

a. Select the appropriate date 

b. Select the appropriate workstations (Fairfax 1, 2, 3, 4, etc.) 

c. Check the boxes for Summary Report and Include Payment total of users 

d. Select Run Report 

 
 
  

mailto:treasury@eauclairewi.gov
mailto:accounting@eauclairewi.gov
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Creating a Deposit for Bank 
 

Directions for creating a Deposit (Parks and Recreation Administrative Office Staff) 
1. At the top of the counting slip, write in the name of the facility for that deposit (i.e. Carson Concessions, Fairfax 

Admissions, Fairfax Concessions, Hobbs Concessions, Hobbs Open Skate, Hobbs Operations) 
2. Date the counting slip. 
3. Write in the exact amount of cash, coin, checks on the counting slip. 
4. Total the amount of the deposit. 
5. Carson, Fairfax, Hobbs ς place the white copy of the counting slip in the bank bag with the cash/coin.  The yellow 

copy is scanned and added to the daily cash report. 
6. Carson, Fairfax, Hobbs - Place the deposit bag in the safe or take directly to the bank. 
 

Administrative Office Staff ς Directions for Verifying a Deposit 
1. Recount the cash/coin/checks in each bank bag. 
2. Generate the Cash Distribution by account and Cash Receipts report.  
3. Create a deposit slip and complete it correctly. 
4. Scan yellow deposit slips and reports to Treasury and saves electronically in designated file.   
5. Send the white deposit slip with the cash/coin/checks to the bank.  

 

Delivering a Bank Deposit 
All direct bank deposits will be made at the main US Bank Office, 131 S. Barstow Street in Eau Claire.  Direct deposits made 
after business hours can be dropped in the bank drop box located on Gibson Street.  This box requires a key to make the 
drop which is located in our key inventory in the Parks and Recreation Administrative Office.  Deposits sent to Treasury 
will be handled by their staff.  
 
Returned bank bags will be picked up by admin and brought to the Parks and Recreation Administrative Office.  
Managers collect them and distribute to the correct site on a weekly basis.   
 

 

 

Point of  Sale (P OS) Registers  

All transactions will be entered into the computer using the Recreation Management Software, ActiveNet.  The Manager 
on Duty at facility opening will have the cashiers turn on and log on to their assigned workstation.  The cashier assigned 
to each computer will log on to the City network and Recreation Management Software program. The web address may 
be ōƻƻƪƳŀǊƪŜŘ ƛƴ άŦŀǾƻǊƛǘŜǎέΦ   
 

Recreation Management Software Login Procedure 
Managers: 

1. Login with your Eau Claire Parks and Recreation e-mail and the password  
Example: User ID: John.Doe@eauclairewi.gov 

       Password: Must include a capital letter, number, and character. 
2. Select your assigned workstation (label on computer) (example: Carson, Hobbs, Fairfax, or Administration) 
3. Select Point of Sale 
4. Select Cash Register 

 
Cashiers: (See Cashier Login Information Addendum for visual instructions) 

1. Login to the computer with your personal network login. 
2. Go to Microsoft Edge or Google Chrome & type: 

a. https://activenet.active.com/Eauclaire/login 
3. /ƭƛŎƪ ƻƴ ǘƘŜ ōƭǳŜ άŎƻƴǘƛƴǳŜέ ōǳǘǘƻƴ 

https://activenet.active.com/Eauclaire/login
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4. Enter your information. 
a. Your username is city\  and then your employee ID #. Example: city\300165. 
b. OR, for planners, use your city email and password combo.  

5. You will need to verify your identity once you login information.  You will need to confirm your account via your 
Duo Mobile.  
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Cash Register Login Procedure 
1. Select the following options: 

o Register Name: Assigned Workstation (label on computer) ς Example: Carson Concessions 1 or Hobbs 
Admissions 1 

2. Open Shifts: If the name appears next to Open Shifts, the register is already in use.  Double check the register 
names of both computers to make sure both cashiers are logged in to the correct register.   

3. NOTE: If there is a shift change, the first cashier MUST log out (remember to close the shift), and the next cashier 
MUST login under their ŎŀǎƘƛŜǊΩǎ name. 

4. Shift Open 
a. Count the start change to verify the starting cash balance is correct. Count out of public view BEFORE 

going to your computer. 
Á Make sure your start change denominations are correct, please seek a Lead Cashier or Site 

Supervisor to get correct start change denominations.  
b.  άCƭƻŀǘ !Ƴƻǳƴǘέ ǎƘƻǳƭŘ ƳŀǘŎƘ ǿƘŀǘ ȅƻǳ ǾŜǊƛŦƛŜŘ ƛƴ ȅƻǳǊ ǎǘŀǊǘ ŎƘŀƴƎŜ ōŀƎ 

Á DO NOT CHANGE 
Á /ƭƛŎƪ άƻƪέ 

c. Place cash in the cash register drawer. 
5. ¢ƻ ǎǘŀǊǘ ŎƘŜŎƪƛƴƎ ƛƴ ƳŜƳōŜǊǎ ŎƭƛŎƪ άCwhb¢ 59{Yέ 
6. ¢ƻ ǎǘŀǊǘ ǎŜƭƭƛƴƎ ƛǘŜƳǎ ƛƴ th{ ŎƭƛŎƪ άth{ κ tƻƛƴǘ ƻŦ {ŀƭŜέ 

 

Procedures for POS Register Operators 
¶ Count the start change prior to your shift, verify the amount on the start change bag tag. If you need an additional 

start change during your shift you will need to buy it from the manager. 

¶ Close the drawer between each transaction, do not leave it open. 

¶ Personal checks are accepted in the Administrative Office or at Fairfax Pool (groups & season passes only) for the 

amount of purchase only. Personal checks are not accepted at concessions (check cards are accepted). They must 

be local checks. (Chippewa Valley area- Altoona, Menomonie, Chippewa Falls, etc., o.k.).  Checks should be made 

payable toΥ άECPRέΦ  

¶ No two-party checks are accepted. 

¶ Leave cash that the customer gives you on top of your money drawer. Ex: Customer gives you a $20 bill, lay it on 

top of your cash drawer until you give them their change, then put it in the cash drawer. Then if the customer 

indicates that they gave you a $20.00 bill when you gave them change for $10.00 you can double check the 

denomination. 

¶ The employee assigned to the register/workstation for that shift is solely responsible for the money and all 

transactions.  They are the only employees allowed to use that computer during their shift.   

¶ We accept Master Card, VISA, American Express and Discover (credit card or check card).  

¶ One transaction per receipt. 

¶ I cannot accept split payment methods.  Ex: splitting a transaction between cash and card. 
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Entering a sale    
(See Cashier Checkout Information for Credit Cards, Cash, and Checks in Addendums) 
¶ Select the products (candy, bottled beverage, goggles, etc....) 
 

Entering multiple sales for one product 
¶ Select the product  

¶ Select the quantity (Qty) column and enter the quantity.  

¶ The pre-set price will be calculated and displayed  

¶ Repeat this step for all sales.  For example, if you have a dad with two kids paying for open skates and renting ice 
skates you will enter the following: 

1. Click on open skateΣ ŜƴǘŜǊ άнέ ƻƴ ǘƘŜ ƪŜȅǇŀŘ 
2. Click on adult open skate 
3. /ƭƛŎƪ ƻƴ ǎƪŀǘŜ ǊŜƴǘŀƭΣ ŜƴǘŜǊ άоέ ƻƴ ǘƘŜ ƪŜȅǇŀŘ 

 
Method of Payment 

Cash Payment: 
1.  Select άPayment CashέΦ 
2.  9ƴǘŜǊ ǘƘŜ ŀƳƻǳƴǘ ƻŦ ŎŀǎƘ ǊŜŎŜƛǾŜŘΣ ŦƻǊ ŜȄŀƳǇƭŜΥ Ϸнл ŀƴŘ ŎƭƛŎƪ άƻƪέ 
4. If you enter the amount of cash received and it is more than the item, the change will display after you click on 
άƻƪέΦ 

5.  ¢ƻ ŎƻƳǇƭŜǘŜ ǘƘŜ ǘǊŀƴǎŀŎǘƛƻƴΣ ŎƭƛŎƪ ƻƴ ǘƘŜ άŦƛƴƛǎƘ ¢ǊŀƴǎŀŎǘƛƻƴέ ōǳǘǘƻƴΦ 
6. Example of the receipt will display. 
 
Check Paymentτchecks are only accepted at Fairfax Pool (groups & season passes) or at the Recreation 
Administrative Office. Check numbers must be entered into Recreation Management Software for all checks. Checks 
for the amount of purchase only.  /ƘŜŎƪǎ ǎƘƻǳƭŘ ōŜ ƳŀŘŜ ǇŀȅŀōƭŜ ǘƻ άECPRέΦ  Local checks only (Chippewa Valley), 
no two-party checks.  {ǘŀƳǇ ŀƭƭ ŎƘŜŎƪǎ ǿƛǘƘ άŘŜǇƻǎƛǘ ƻƴƭȅέ ǎǘŀƳǇΦ 
1. {ŜƭŜŎǘ άtŀȅƳŜƴǘ /ƘŜŎƪέ 
2. 9ƴǘŜǊ ǘƘŜ ŎƘŜŎƪ І ƻƴ ǘƘŜ ά/ƘŜŎƪ Іέ ŦƛŜƭŘ ŀƴŘ ŎƭƛŎƪ ƻƴ άhYέ 
3. ¢ƻ ŎƻƳǇƭŜǘŜ ǘƘŜ ǘǊŀƴǎŀŎǘƛƻƴΣ ŎƭƛŎƪ ƻƴ ǘƘŜ άCƛƴƛǎƘ ¢ǊŀƴǎŀŎǘƛƻƴέ ōǳǘǘƻƴ 
4. Example of the receipt will display. 
 
Check Card or Credit Card: 
1. Select άtŀȅƳŜƴǘ /ǊŜŘƛǘ /ŀǊŘέ  
2. !ŦǘŜǊ ŎƭƛŎƪƛƴƎ άtŀȅƳŜƴǘ /ƘŀǊƎŜέ ƻƴ ǘƘŜ ōƻǘǘƻƳ ƭeft-ƘŀƴŘ ǎƛŘŜ ƛǘ ǿƛƭƭ ŀǎƪ ȅƻǳ ǘƻ ŎƻƴŦƛǊƳ ōȅ ǇǊŜǎǎƛƴƎ άhYέ ŦƻǊ ǘƘŜ 

charge. 
3. ¢ƻ Ǌǳƴ ǘƘŜ ŎǊŜŘƛǘ ŎŀǊŘΣ ŎƭƛŎƪ ƻƴ ǘƘŜ άCƛƴƛǎƘ ¢ǊŀƴǎŀŎǘƛƻƴέ ōǳǘǘƻƴΦ 
4. In the Receipt Payment ς tǊƻŎŜǎǎ /ǊŜŘƛǘ /ŀǊŘ tŀȅƳŜƴǘ ǎŎǊŜŜƴΣ ŎƭƛŎƪ ƻƴ άSwipe cardκaŀƴǳŀƭ ŜƴǘǊȅέ. 
5. ¸ƻǳǊ ŎǊŜŘƛǘ ŎŀǊŘ ǊŜŀŘŜǊ ǿƛƭƭ ǎŀȅ άLƴǎŜǊǘκǎǿƛǇŜ ŎŀǊŘέΦ  tƭŜŀǎŜ ƘŀǾŜ ǘƘŜ ŎǳǎǘƻƳŜǊ ŎƻƳǇƭŜǘŜ ǘƘŜ ǇŀȅƳŜƴǘ ŀƴŘ ǘƘŜ 

receipt screen will appear once the credit card has been processed.  
 
Free AdmissionsτFairfax Pool and Hobbs Ice Arena distribute some coupons good for a free daily admission.  The 
facility managers will provide a sample copy of each coupon to the cashiers.  Free admissions must be entered into 
POS.  Take the coupon from the customer, select aƴ ŀǇǇǊƻǇǊƛŀǘŜ άCǊŜŜέ ό{ƪŀǘŜ wŜƴǘŀƭ CǊŜŜΣ ¸ƻǳǘƘ {ƪŀǘŜ CǊŜŜΣ ŜǘŎΦύΣ 
button on POS, and finalize transaction. 
 
RecPass ς EC RecPass is a punch card for various open programs, skate rental, etc. This pass can also be accepted at 
all Hobbs Ice Arena, Fairfax Pool and Adult Open Gyms. Use the appropriate άRecPassέ button on POS to sell a pass 
or enter an admission transaction.  Managers will explain the card in more detail during orientation.  
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Finalizing a Transaction 
¶ The computer will send you to a receipt screen.  

1. Carson/Hobbs/Fairfax, select skip if the customer does not need a receipt 

¶ LŦ ǘƘŜ ŎǳǎǘƻƳŜǊ ǊŜǉǳŜǎǘǎ ŀ ǊŜŎŜƛǇǘΣ ǎŜƭŜŎǘ Ψ9ƳŀƛƭΩ ŀƴŘ ŜƴǘŜǊ ǘƘŜ ŎǳǎǘƻƳŜǊΩǎ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ǘƻ ŜƳŀƛƭ 
the receipt 

2. Administrative Office: If the customer wants a receipt, ȅƻǳ Ŏŀƴ ǇǊƛƴǘ ƻƴŜ ǳǎƛƴƎ ǘƘŜ άǇǊƛƴǘέ ǇǊƻƳǇǘΦ  5ƻ ƴƻǘ 
print a receipt unless one is requested. 

¶ /ƭƛŎƪ ƻƴ άbŜǿ wŜŎŜƛǇǘέ ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ άth{έ .ǳǘǘƻƴ ǘƻ ƎŜƴŜǊŀǘŜ ȅƻǳǊ ƴŜȄǘ ǎŀƭŜΦ 
 
 
It is very important the sale is correct prior to finalizing a transaction.  This process will prevent or reduce voids/errors.  
Wait for the customer to provide a method of payment before finalizing a transaction.  If an error is discovered after a 
transaction has been finalized, cashiers must record the error on the Deleted Payment Log.  The manager will correct 
errors before the cashier closes the shift.  If there is no record that verifies an error, correction is not necessary.   
 

Miscellaneous POS Buttons 
REMOVE ITEM  This button will remove the highlighted product 
REMOVE ALL ITEMS This button will remove all products 
 
 

 
Concession Stand Shared Net Profit Policy 
 

GENERAL PROCEDURES 
 

POLICY 
The City of Eau Claire owns and operates four concession stands including Carson Football/Softball, Fairfax Pool, Hobbs 
Ice Center, and Soccer Park. The City will manage the facility and operations at all locations, unless an exclusive concessions 
operator agreement is in place. 
 

PROCEDURES FOR THE SALE OF FOOD & BEVERAGES 

¶ Net profits from the operation of the stand during specific events may be shared with user groups provided they 
supply the required number of volunteer workers.  Failure to supply volunteers will result in no shared payment 
for that event.  Carson ς UWEC Varsity Football Games, ECASD Varsity Football Games, Regis Varsity Football 
Games.  Hobbs ς No Shared Profits, Soccer Park ς Eau Claire United Soccer Tournament. 

¶ City Council approval is required before any user or vendor may sell food and/or beverages at city-owned athletic 
facilities. 

¶ The user or vendor is responsible for obtaining any and all licensing required for food and beverage sales. 

¶ The City of Eau Claire may have an exclusive pouring rights contract with a beverage vendor. Only beverages 
included in the agreement may be sold at City of Eau Claire athletic facilities as noted above including Carson 
Baseball Stadium. 

¶ Eau Claire Baseball LLC operates the concession stand at Carson Baseball Stadium. 

¶ The user or vendor is responsible for following all safe food handling policies and procedures as required by the 
City/County Health Department. 

¶ Whenever possible, compostable or recyclable products will be used in the concession stands for the purpose of 
serving food. 
 

ECPRF GENERAL RESPONSIBILITIES 

¶ Concession stand operations will be supervised by ECPRF with assistance from the Recreation Program Supervisor 
who is the designated supervisor in charge of concessions operations. 
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¶ The city will hire and pay one Concession Operations Specialist who is responsible for concession operations and 
safe food handling practices.   

¶ The City will retain 100% of net revenues for all new events. Approved users may provide volunteers to prepare 
food, clean, and restock for 100% net revenues. The City reserves the right to charge an administrative fee to 
recover costs to operate the stands. 

¶ Net revenues for all approved games and events will be paid directly to the user group as agreed upon. Net 
revenues are calculated as gross profitless product, staffing, and other expenses. If the user group does not 
provide volunteers at the requested level, and the City needs to staff the stand, the City will retain all revenues. 
There may be an additional charge if volunteers are late. 

¶ The city will open concessions and retain all revenues for all lower-level games, and 
other events scheduled on the football field and softball fields. Lower-level games and other events may have a 
limited menu and minimal staffing level.  

¶ The city will provide all concessions equipment and products required to operate the stands. 

¶ The city will determine menu items and set pricing. 

¶ The City of Eau Claire may have an exclusive pouring rights contract with a beverage vendor. Only beverages 
included in the agreement may be sold at City of Eau Claire athletic facilities as noted above including Carson 
Baseball Stadium. 

¶ The City will provide an AED and spill kit for cleaning blood and infectious waste, located in the grandstand locker 
room hallway of the football stadium. The spill kit includes directions for clean-up and disposal of waste materials. 

¶ The ECPRF on-site lead will monitor the stand operations as described below.  
 

ECPRF ON-SITE LEAD RESPONSIBILITIES 

¶ The ECPRF on-site lead is responsible for ordering products, hiring and training cash register operators, inventory, 
waste control, opening/closing, maintaining valid licensing, following safe food handling guidelines, working with 
school/organization event coordinators, cash handling procedures, validating register receipts at the end of each 
game, and payment to organizations.  

¶ The ECPRF on-site lead will monitor the concession menu: 

o Pre-packaged goods, such as candy bars, chips, and ice cream may be sold 

o Hot drinks such as coffee or cocoa will be sold 

o Food prepared on site can be sold, such as hot dogs, popcorn, nachos, pretzels 

o Meats such as hotdogs, brats and hamburgers can be cooked on an outdoor grill. Pre-cooked meat can be 

prepared using a roller grill. Hamburgers must be bought "grill ready" in hamburger patties. 

o Pizza may be sold. If sold by the slice food warmers at proper temperatures must be used to maintain 

food safety. Food warmers are not necessary if pizza is sold as a whole pie. 

o Concession items cannot be made at home and brought to the stand for sale (such as chili, barbeque, 

etc.). 

¶ The ECPRF on-site lead will monitor safe food handling practices 

o Food items may not be handled directly unless they are pre-packaged items like candy bars. Plastic gloves 

or tongs are required when serving items like hot dogs or nachos. Hands should not come in direct contact 

with any food product. 

o If the same person is doing food handling and money handling, they need to take gloves off before 

handling the money or change gloves before handling food after handling money. 

o All concession volunteers and staff must follow hand washing policies including washing hands after 

returning from restroom breaks before handling food product. 

¶ The ECPRF on-site lead will monitor clean-up: 

o Volunteers and Staff should wash utensils as follows using three or four sinks: 

Á Clean and sanitize all sinks 
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Á Wash items in first sink using a cleaning detergent solution at approximately 120̄F 

Á Rinse in the second sink, using clear water at approximately 120 ̄F 

Á Sanitize in the third sink by immersing items in a chemical sanitizing solution at a minimum of 75 ̄

for at least one minute 

Á Air dry all dishes, do not wipe dry 

¶ Must use an approved sanitizerτchlorine, iodine, quaternary ammonium, or acid 

sanitizers.  Common household bleach is a very good, inexpensive sanitizer, use 1 

tablespoon bleach per gallon of water. 

o Before securing the area, the volunteers and staff must complete the following: 

Á All counters must be cleaned with both detergent and sanitizer spray bottles. 

Á Popcorn popper must be cleaned if it has been used 

Á Clean Food Preparation Equipment and stove 

Á Sweep floor 

Á Mop floor 

Á All products and inventory must be placed in assigned cabinets, coolers, and freezers 

Á Garbage must be left outside in a cart/container (excess bags can be left inside) 

Á /ǊǳǎƘ ŎŀǊŘōƻŀǊŘ ŀƴŘ Ǉǳǘ ƛƴ άŎŀǊŘōƻŀǊŘ ŘǳƳǇǎǘŜǊέ 

Á Stack empty bread and pop trays  

o If volunteers do not participate in and complete all the required cleanup, no payment will be provided to 

the group for that event date. 

o ECPRF on-site lead will lock and secure stand prior to leaving the facility. 

 
USER GROUP RESPONSIBILITIES 

¶ Each User is responsible for naming an "on-site" coordinator who will be the primary contact. The coordinator will 

be named by the school/league official or Athletic Director. The coordinator is responsible for scheduling and 

assigning volunteers, following safe food handling guidelines, and validating register receipts at the end of each 

game. *   

¶ User groups provide volunteers as requested by the Recreation Program Supervisor for each varsity/semi pro level 

game or approved event. 

¶ User groups may request one satellite concession stand within the stadium area with prior approval from the 

Recreation Program Supervisor. Users are responsible for satellite stand staffing and set up/clean-up, and hand 

washing station.  

¶ Storage spaces are not available for on-site storage of user-group specific materials or supplies.   

¶ Donated items will not be accepted for city operated concession sales.  

¶ Food sales outside of the stadium area are considered special events and are required to follow the special event 

process. All special events must be approved administratively by the Special Events Committee or by Eau Claire 

City Council. Allow approximately 60 days for the review and approval process.  

¶ Complimentary items and products given free to anyone, including officials, must be recorded and will be charged 

to the user group. 

¶ Waste will be recorded at the end of the event and charged to the user group. The user group is responsible for 

monitoring the amount of products made and is encouraged to work with the manager on duty to determine prep 

amounts. After waste is recorded, the user group may take the unused product. 
 

*University of Wisconsin ς Eau Claire (UWEC) 
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The UWEC contact will be the Athletic Director or appointed person named by the Athletic Director. The City is responsible 
for scheduling and assigning paid staff, following safe food handling guidelines, and validating register receipts at the end 
of each game. 

VOLUNTEERS AND EMPLOYEES 

¶ Grilling and food preparation will be directed by the ECPRF on-site lead. 

¶ All hair must be contained in a hairnet, hat or visor. 

¶ Gloves must be worn when handling and preparing food. 

¶ All eating must take place outside of the concession stand. 

¶ Stay at your designated station. 

¶ Paid employees operate registers and handle cash/payments. 

¶ Employees, volunteers, coaches, officials, and players do not receive free or discounted food. 

¶ Groups may choose to provide volunteers, coaches, or officials with free food.  This food must be recorded as 

waste items and will be charged at cost to the group (thereby reducing the event payout). 

¶ Appropriate, closed-toe shoes are required for anyone working in the stand 

¶ City staff are only in the storage room at Carson. 

¶ Alcohol is not permitted in any ECPRF operated concession stand. 

 
 
PARKING 

¶ All staff and volunteers should park in the facility parking lots. Parking is not available within any event area. At 

Carson, vehicles needed for loading/unloading may be brought into the stadium area for unloading. However, 

they will need to be moved to the main parking lot prior to the game start. Vehicles parked within the event area 

ǿƛƭƭ ōŜ ǘƻǿŜŘ ŀǘ ǘƘŜ ƻǿƴŜǊΩǎ ŜȄǇŜƴǎŜΦ 

 

CONCEALED WEAPONS 

¶ Concealed weapons are not permitted inside any facility or Stadium area. 

 

TOBACCO AND ELECTRONIC SMOKING DEVICES 

¶ Smoking and tobacco use is prohibited throughout Carson Park Baseball Stadium. This includes electronic smoking 

devices. No person shall smoke or carry any lighted cigar, cigarette, pipe or any other smoking device in any 

enclosed, indoor area. In exterior areas, no smoking is allowed within twenty feet of an access point or forty feet 

from any building air intake system. Receptacles for waste will be provided by ECPRF. 

RECYCLING 

¶ Both the City and the user are responsible for recycling at each facility. 

ECO-FRIENDLY PRODUCTS 

¶ The City is committed to promoting a healthy environment and will purchase eco-ŦǊƛŜƴŘƭȅ άƎǊŜŜƴέ ǇǊƻŘǳŎǘǎ ƛƴ ǘƘŜ 

concession stand when possible. 

 
Onsite Lead Responsibilities 
The Onsite Lead is responsible for ordering products, hiring and training cash register operators, inventory, waste control, 
opening/closing, maintaining valid licensing, following safe food handling guidelines, working with school/organization 
event coordinators, and cash handling procedures. 
 
1)         The Concession Operations Specialist or Onsite Lead will monitor concession menu: 

¶ Pre-packaged goods, such as candy bars, chips, and ice cream may be sold 

¶ Hot drinks such as coffee or cocoa will be sold 
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¶ Food prepared on site can be sold, such as hot dogs, popcorn, brats, etc. 

¶ Meats such as hotdogs and brats can be cooked on an outdoor grill.  Pre-cooked meat can be prepared using 
a roller grill. 

¶ Pizza may be sold.   

¶ Concession items cannot be made at home and brought to the stand for sale (such as chili, barbeque, etc.). 
 
2)         The Concession Operations Specialist or Onsite Lead will monitor safe food handling practices 

¶ Food items may not be handled directly unless they are pre-packaged items like candy bars.  Plastic gloves or 
tongs are required when serving items like hot dogs or brats. Hands should not come in direct contact with 
any food product. 

¶ If the same person is doing food handling and money handling, they need to take gloves off before handling 
the money or change gloves before handling food after handling money. 

¶ All concession volunteers and staff must follow hand washing policies including washing hands after returning 
from restroom breaks before handling food product. 

 
3)         Concession Operations Specialist or Onsite Lead will monitor clean-up 

A) Volunteers and Staff should wash utensils as follows using three or four sinks 

¶ Clean and sanitize all sinks 

¶ Wash items in first sink using cleaning detergent solution at approximately 120° F 

¶ Rinse in the second sink, using clear water at approximately 120° F 

¶ Sanitize in the third sink by immersing items in a chemical sanitizing solution at a minimum of 75° for at 
least one minute 

¶ Air dry all dishes, do not wipe dry 
Á Must use an approved sanitizerτchlorine, iodine, qauternary ammonium, or acid 

sanitizers.  Common household bleach is a very good, inexpensive sanitizer, use 1 tablespoon 
bleach per gallon of water 

 
B) Before securing the area the volunteers and staff must complete the following: 

¶ All counters must be cleaned with both detergent and sanitizer spray bottles. 

¶ Popcorn popper must be cleaned if it has been used 

¶ Clean Food Preparation Equipment and stove 

¶ Sweep floor 

¶ Mop floor 

¶ All products and inventory must be placed in assigned cabinets, coolers, and freezers 

¶ Garbage must be left outside in a cart/container (excess bags can be left inside) 

¶ /ǊǳǎƘ ŎŀǊŘōƻŀǊŘ ŀƴŘ Ǉǳǘ ƛƴ άŎŀǊŘōƻŀǊŘ ŘǳƳǇǎǘŜǊέ 

¶ Stack empty bread and pop trays  
 

C) Concession Operations Specialist or Onsite Lead will lock and secure stand prior to leaving the facility.  
 
User Group Responsibilities 
1)         Each User is responsible for naming an "on site" coordinator who will be the primary contact.  The coordinator will 

be named by the school/league official or Athletic Director.  The coordinator is responsible for scheduling and 
assigning volunteers, following safe food handling guidelines, and validating register receipts at the end of each 
game. *   

 
2)         User groups will be charged two register operators for each varsity/semi-pro level game including wages and 

personnel costs.  Additional register operators may be scheduled for games with expected high 
attendance.  Register operators will receive a paycheck from the City.  The payroll charge will be deducted from 
the net revenues. 
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3)         User groups provide volunteers as requested by the Facility and Program Supervisor for each varsity/semi pro level 

game or approved event. 
 
4)         User groups may request one satellite concession stand within the stadium area with prior approval from the 

Facility and Program Supervisor.  Users are responsible for satellite stand staffing and set up/clean-up, and hand 
washing station.   

 
5)         Facilities, buildings, and storage spaces are not available for community use.   
 
6)         User groups may sell non-compete products with advanced approval from the Recreation Manager.  The sale of 

such items will be a separate operation and may not operate out of concession stand managed by the City.  Groups 
are required to secure approvals, licensing, and follow all health and food safety guidelines. 

 
7)         Food sales outside of the stadium area are considered special events and are required to follow the special event 

process.  All special events must be approved administratively by the Special Events Committee or by Eau Claire 
City Council.  Allow approximately 60 days for the review and approval process. 

 
8)         products will not be accepted for sale in city concession stands.  
 
9)         Complimentary items and products given free to anyone, including officials, must be recorded and will be charged 

to the user group. 
 
10)       Waste will be recorded at the end of the event and charged to the user group.  The user group is responsible for 

monitoring the amount of products made and is encouraged to work with the manager on duty to determine prep 
amounts.  After waste is recorded, the user group may take the unused product. 
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*University of Wisconsin ς Eau Claire (UWEC) 
The UWEC contact will be the Athletic Director or appointed person named by the Athletic Director.  The City is responsible 
for scheduling and assigning paid staff, following safe food handling guidelines, and validating register receipts at the end 
of each game.   
 
Volunteers and Employees 

¶ Grilling and Food Preparation will be directed by the Concessions Operations Specialist or Onsite Lead. 

¶ All hair must be contained in a hairnet, hat or visor.    

¶ Gloves must be worn when handling and preparing food. 

¶ All Eating must take place outside of concessions stand.       

¶ Stay at your designated station.                                   

¶ Paid employees operate registers and handle cash/payments. 

¶ Employees, volunteers, coaches, officials, and players do not receive free or discounted food unless recorded as 
waste and approved by the Concessions Operations Specialist or Onsite Lead. 

¶ Appropriate, closed-toe shoes are required for anyone working in the stand 

¶ City staff are only in the storage room at Carson.                                            

¶ Alcohol is not permitted in the concessions stand.                  
 
Parking 
All staff and volunteers should park in the facility parking lots.  Parking is not available 
within any event area.  At Carson, vehicles needed for loading/unloading may be brought into  
the stadium area for unloading, however they will need to be moved to the main car park. 
lot prior to the game start. Vehicles parked within the event area will be towed at the 
ownerΩs expense. 
 
Concealed Weapons 
Concealed weapons are not permitted inside any facility or Stadium area. 
 
Tobacco and Electronic Smoking Devices  
Smoking and tobacco use is not permitted inside any facility or Stadium areas.  Persons  
interested in smoking are permitted to smoke outside of the fence in the designated area.   
Receptacles for waste will be provided by Parks and Recreation. 
 
Recycling 
Both the City and the User are responsible for recycling at each facility. 
 
ECO Friendly Products 
The City is committed to promoting a healthy environment and will purchase eco friendly 
άƎǊŜŜƴέ products in the concession stand when possible 
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Vending & Concessions Policy 
POLICY 
Eau Claire Parks, Recreation, and Forestry (ECPRF) promote healthy options for food and beverages at all cities operated 
concession stands and facilities where vending is permitted.  Healthy options will be set at affordable price points.  Arcade 
vending is permitted and must be operated as a clean, safe, and controlled family entertainment center. 
GUIDELINES & PROCEDURES 
Authority 

1. Issued by the Community Services Director 
2. Policy review will be conducted annually by the Recreation Manager. 

 
General 

1.  ECPRF will designate one centralized, lead contact for the concession operations and vending contracts 
2. Vending and concession contracts are to be considered using the policies and guidelines set within this document 

as criteria throughout the selection process 
3. All vending must have written and signed contracts or agreements on file with ECPRF 

 
Arcade and Food Vending 

1. A cash control and verification system must be established between the vendor and the facility manager 
2. All machines must comply with clean and controlled family entertainment standards 
3. Advertising on machines may include advertising for the specified game only 

 
Alcohol Operation and Sales Policy 
Alcohol Sales at City Facilities must follow any written agreements, laws, ordinances or existing policies. 
Currently, City Concessions Operations do not provide alcohol sales at any City Concessions Stands. 
 
 

Rebate/Gift Card/Cash Back Purchasing Policy  

 
I. PURPOSE: 

The purpose of this policy is to set forth the guidelines and procedures for tracking, redeeming and accounting for rebates 
offered by vendors, such as Menards rebate certificates and prepaid VISA or Mastercard gift cards. 
 

II. SCOPE: 
This policy applies to all rebates offered by vendors including but not limited to prepaid gift cards or certificates 
redeemable for merchandise or anything else with monetary value given back to the purchaser. 
 

III. COVERED EMPLOYEES: 
This Policy applies to all City employees including the City-County Health Department and the Public Library.  
 

IV. PROCEDURES:  
A. Prepaid gift cards and merchandise certificates are like cash and should be accounted for and stored in a 

secure location the same way cash would be. 
B. Each department will assign one person responsible for processing rebate requests, tracking the receipt of 

rebates issued, securing unredeemed rebates, tracking the redemption of all rebates and submitting the 
Rebate Tracking worksheet to Accounting on a monthly basis. 

C. When a purchase is made that qualifies for a rebate the receipt and rebate form are to be given to the 
department employee assigned to process rebates. 

D. Rebate forms are completed and submitted per the vendor instructions. All rebate requests will be recorded 
on the Rebate Tracking worksheet. 

E. When a rebate is received from a vendor it will be logged on the Rebate Tracking worksheet and stored in a 
secure location until redeemed. 
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F. When an eligible purchase is to be made, a rebate certificate or gift card will be distributed to an employee 
authorized by the department to make the purchase. The ŜƳǇƭƻȅŜŜΩǎ name and date will be logged on the 
Rebate Tracking worksheet and the employee will sign a Rebate Redemption form acknowledging the receipt 
of a rebate certificate or gift card. 

G. After a rebate has been redeemed a copy of the detailed receipt, with the expense account, will be submitted 
to the department employee assigned to process rebates. 

H. The description of the item purchased, the expense account and date will be recorded on the Rebate 
Redemption form and the amount and date redeemed will be recorded on the Rebate Tracking worksheet. 

I. Each month the Rebate Tracking worksheet, the Rebate Redemption forms, and the detailed receipts will be 
submitted electronically to Accounting via Accounting@eauclairewi.gov within the first five days after the end 
of the month. 

J. Accounting will post the purchases each month in the general ledger via general journal. Unspent rebates will 
be recorded as an asset on the balance sheet. 

K. Accounting will reconcile unspent rebates recorded in the general ledger with the Rebate Tracking worksheets 
and may request unspent rebates. 

L. The department is responsible for ensuring all rebate forms are accounted for and properly recorded on the 
Rebate Tracking worksheet. 

M. The receipts will also be attached as documentation to p-card statements to account for any purchases over 
the amount of the rebate certificate, when supervisors review and approve p-card statements they are also 
approving items purchased with rebate certificates or prepaid gift cards. 

N. If payment is to be made by check, the receipt will be attached to the Request for Payment form and the 
supervisor signing the request will also be approving items purchased with rebate certificates or prepaid gift 
cards. 

 
V.  VIIOLATION OF THIS POLICY:  

Violation of this policy and procedure or failure to timely cooperate in complying with its provisions may result in 
disciplinary action up to and including dismissal. 
 

VI. PROCESS:  
When making purchases, the concessions operation specialist must check with the Recreation front desk to see if there 
are any available gift cards/rebates/etc. for the vendor being purchased from.  If any exists, Recreation front desk staff 
will check out the item to the ŎƻƴŎŜǎǎƛƻƴΩǎ operations specialist for use.  All required documentation must be completed 
and returned after the purchase. 
 
When making purchases, the concessions operations specialist must report to their direct supervisor ALL instances where 
a gift card, rebate, or anything of monetary value is provided by the vendor to the purchaser when a purchase is made.  
The item must also be turned into the direct supervisor and the direct supervisor will work with the Recreation front desk 
staff to process the item per this policy. 
 
 

Safe Food Handling  

¶ Employees in the concession stand are required to wear head covering in the concession stand.  Bandannas, 

baseball caps and/or visors are all acceptable.  Additionally, head coverings should not advertise any product, 

political affiliation, etc.  If you do not have a head covering, we will provide you with a hair net.  Long hair should 

be in a ponytail, braid, or otherwise tied back. 

¶ Employees in the concession stand must wear closed-toed shoes.  Sandals are not permitted. 

¶ Employees must wash their hands before beginning their shift, after using toilet facilities or tobacco products, and 

frequently throughout their shift. 

¶ Employees are required to wear disposable gloves when handling food products. 

mailto:Accounting@eauclairewi.gov
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¶ If only one employee is working at the concession stand, the staff person should handle money first, then wash 

hands and put on gloves before coming into direct contact with any food (hot dogs, corn dogs, pretzels, etc.).  

You will need to do this for each customer.  This is not necessary if you are handling pre-wrapped food like 

candy bars, soda bottles, etc. 

¶ Meat products (e.g., hotdogs, hamburgers, brats) can be put in the refrigerator for thawing, but must go on the 

bottom shelf of the cooler.  No food product may be below the meat products.  Uncooked meat must be placed 

on the bottom, pre-cooked meat must be placed above uncooked meats.  Uncooked and pre-cooked meats 

cannot be placed on the same shelf. 

¶ 9ƳǇƭƻȅŜŜǎ Ƴǳǎǘ ŘŀǘŜ ǘƘŜ ōƻȄ ŀƴŘ ƭŀōŜƭ ά¢I!²έ ǿƘŜƴ ƳƻǾƛƴƎ ŦǊƻƳ ǘƘŜ ŦǊŜŜȊŜǊ ǘƻ ǘƘŜ ǊŜŦǊƛƎŜǊŀǘƻǊΦ  Uncooked 

meats must be used within three days of the dateκέ ¢I!²έ ƭŀōŜƭΦ Pre-cooked meat must be used within seven 

days of the label.   If not, they may not be sold. 

¶ Employees will put the most recent delivery of frozen food products at the bottom of the freezer and move 

other products ǘƻ ǘƘŜ ǘƻǇΦ  ²Ŝ ǿƛƭƭ ǳǎŜ ǘƘŜ άCƛǊǎǘ LƴτCƛǊǎǘ hǳǘέ ƛƴǾŜƴǘƻǊȅ ƳŜǘƘƻŘΦ  ¢Ƙƛǎ ƳŜŀƴǎ ǘƘŀǘ ŀƴȅ ǇǊƻŘǳŎǘ 

bought first will be sold first.  Check inventory dates on boxes when rotating stock to make sure the product 

delivered first is most accessible to staff. 

¶ Employees will use three/four sinks when washing dishes (primarily utensils) at the end of the workday.  Sink 

basins must be labeled in this order. 

o Sink #1τWash (hot water, 110°F for manual dishwashing).  Use ample detergent 

o Skin #2τRinse (hot waterτno detergent) 

o Sink #3τSanitize (warm water 75°F).  Use test strips to check sanitizing strength per directions. 

o Sink #4 ς Hand Washing.  If using a four-basin sink, this can be the first sink in the progression. 

 

 

Spills , Bodily Fluids,  and Clean -Up Protocol  

¶ See appendix for Food Employee Reporting Agreement (Form 1B) 
o All staff and volunteers must read, and sign form each night of service.   
o The purpose of this agreement is to ensure that Food Employees notify the Person in Charge when they 

experience any of the conditions listed on the form so that the Person in Charge can take appropriate 
steps to preclude the transmission of foodborne illness.  

¶ All Lead volunteers and Staff should review the Food Employee Illness Action Guide and Clean-Up Procedures of 
Vomiting and Diarrheal Events (appendix) located in both the cleaner storage area and near the hand washing 
stations in each stand. 

¶ This procedure should be implemented to safely and properly respond to all incidents requiring cleaning and 
disinfecting of body fluid spills.  Body fluids that are considered potentially infectious include: vomit, diarrhea, 
and blood.  Staff and volunteers should always wear personal protective equipment (PPE) when cleaning and 
disinfecting body fluid spills. 

o Contain the affected area 
Á Discontinue foodservice operations if spill occurs in food preparation or service area. 
Á Block off the area of the spill from staff, volunteers, customers until cleanup and disinfection are 

completed.  
Á Allow only food service employees and/or facility staff to clean and disinfect the affected area.  

If the spill is in a non-food service area, the facility custodial/park staff should handle the clean-
up. 

o Retrieve the Body Fluid Cleanup Kit.   
o Put on PPE to include:   
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Á disposable gloves (consider double gloving).  Replace gloves if they tear or become visibly soiled.  
Keeps hands away from face while wearing gloves 

o Remove visible body fluid 
Á Pour liquid spill absorbent material on the body fluid spill 
Á Use disposable scoop, or equivalent, and disposable paper towels/shop towels to remove the 

body fluid from the affected surfaces. 
o See the appendix and postings for further guides. 

 

 

Opening and Closing Procedures  

Opening Procedures 
1. Get start change bag from the Concessions Operations Specialist or Lead Cashier.  Count the start change and 

then verify that it is the correct. Put start change in POS register drawer or cash box if register is not available.  

Login to Recreation Management Software. 

 

2. Check bathrooms.  Be sure they are open, clean, stocked, and ready for public use.  If not, notify a manager that 

they are locked or need cleaning.  At Hobbs/Fairfax staff may be asked to clean them.  Please make sure any items 

on floors are placed in trash, counters are wiped down, and paper towel, toilet paper, and soap dispensers are 

well stocked.   

3. Open windows and set out any necessary signage. 

4. Check the refrigerator for hotdogs/ brats.   

Meat needs to be on the bottom shelf.  No food may be below a thawing product.  Be sure to write the date on 

ǘƘŜ ōƻȄ ŀƴŘ άǘƘŀǿέΦ 

Carson ς DŜƴŜǊŀƭƭȅΣ ƘƻǘŘƻƎǎ ŀǊŜ ǇǳƭƭŜŘ ŘƛǊŜŎǘƭȅ ŦǊƻƳ ǘƘŜ ŦǊŜŜȊŜǊ ǇǊƛƻǊ ǘƻ ǇǊŜǇŀǊŀǘƛƻƴΦ  CƻǊ άŦǳƭƭ ǎŜǊǾƛŎŜέ ŜǾŜƴǘǎΣ ŀƭƭ 

meats, should be placed in the refrigerated cooler one day in advance of use to thaw. Amounts vary based on the 

event.  Follow safe food instructions when thawing cooked and pre-cooked meat products. 

 

Fairfax/Hobbs - There should be approximately one box FFX (80) and one package Hobbs (30) thawed and ready 

to cook.  If not, pull out one box from the freezer and put it in the refrigerator.   

 

5. Check the refrigerator/freezer for buns. 

Carson ς Amounts vary based on the event.  At the end of an event, buns are generally stored in the freezer.   

Fairfax/Hobbs - There should be approximately three packages of hotdog buns thawed and ready to serve.  If not, 

pull out as many packages as needed from the freezer and put in the refrigerator. 

 

6. Stock hotdog roller and turn it on (Hobbs).  Prepare grilling station or cooking station (Carson/Fairfax). 

a. Microwave may be used to quickly heat meat before using roller grill if necessary. 

 
7. Turn on the hot food humidity cabinet (warmer at Fairfax/Hobbs/Carson). 

a. Verify water tray has clean water. 
b. Verify water tray has clean water in the water reservoir in the roller machine. 

8. Cook pizza in the pizza oven (Fairfax) 

a. Turn heat on pizza warmer. 

b. Place whole frozen pizza in the pizza oven when ordered. 
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c. Cook pizza for ~ 18 minutes 

d. Cut into equal slices. Ask the customer how many slices to cut into. 

9. Turn on the popcorn machine. 
a. For slow events, make one batch of popcorn to start. If needed, do more.  
b. For busy events, make as many batches of popcorn as needed for the event. Fill up popcorn bags to save 

time later. 
c. Turn on all 4 switches on the popcorn machine.  
d. The machine will beep once it is heated and ready to make popcorn.  
e. Pour one cup of popcorn seeds with one scoop of flavacol into the kettle.  
f. Pour ½ cup of popcorn oil into the kettle.  
g. Close the kettle.  
h. Once the popcorn is ready to be dumped out of the kettle, the machine will beep again. 
i. Turn off the last 2 switches on the popcorn machine once you are done making popcorn.   

  
10. Stock chips, beverages, and any other products as needed. 

11. Roasters are used for prepped hotdogs/brats. Make sure an adequate amount of water under the pan is at the 

bottom of the roasters and warm. 

Closing Procedures 
1. Restock all pre-packaged products, coolers, paper products, cups, etc. 

 

2. Turn off all concession equipment: pizza oven, hot dog roller, bun warmer (Hobbs), popcorn machine, gas and knobs 

on grill, coffee machine/urns (Hobbs-leave on coffee machine). 

 

3. Record all food άǿŀǎǘŜέ on the waste inventory sheet at closing prior to throwing it away.  Employees are not allowed 

ǘƻ Ŝŀǘ ƻǊ ƎƛǾŜ ŀǿŀȅ άŜȄǘǊŀέ ŦƻƻŘΦ  ¢ƘŜ Ǝƻŀƭ ƛǎ ǘƻ ƴƻǘ ƘŀǾŜ ŀƴȅ άŜȄǘǊŀέ ŦƻƻŘ ŀǘ closing; άǿŀǎǘŜέ ǎƘƻǳƭŘ ōŜ ƪŜǇǘ ǘƻ ŀ 

minimum and recorded throughout the shifts.  .Ŝ ǎǳǊŜ ǘƻ ǊŜŎƻǊŘ ŀƭƭ άŎƻƳǇ ƛǘŜƳǎέ on waste sheet. Place waste sheets 

in deposits. 

 

4. Clean the Hotdog Roller Grill (Hobbs):  

Á Take out silver tray at the bottom of hotdog roller grill and set in basin to wash.  
Á Cleaning the Roller Grill: Remove all meat.  Turn control to HIGH and allow rollers to get hot.  Clean rollers 

with clean, wet, cold cloth.  Wipe from the outside ends towards the center of the rollers.  Do not force 
grease into the roller and bearings. 

Á Do not use steel wool or abrasive cleaners to clean rollers  
5. Clean the popcorn machine: Clean inside and outside of the popcorn kettle. Wipe down inside and outside of all the 

walls, doors, and the bottom of the popcorn machine with dawn dish soap and warm water. Add sanitizer to the 

sanitize sink, put cloth in sanitizer, ring out and wipe down machine. Allow the surface to dry and wipe down with 

warm water. Remove the bottom tray, empty out any popcorn kernels inside, and take them to the sink to wash. 

Remove the splash guard and take it to the sink to wash. Bring all cups and utensils to the sink to wash.  

 

6. Clean pizza ovens: Take both trays of any pizza oven used to the sink to wash. Take all pizza utensils to the sink to 

wash.  

 

7. Clean the Bun Warmer (Hobbs): To remove the drawer for cleaning, first pull the drawer out until it stops.  Second, 

remove the interior pan.  Third, grasp the drawer assembly with both hands.  Fourth, lift the drawer in an upward 

direction, while slowly pulling out.  This will disengage the drawer from the drawer stops.  To re-install the drawer, 
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reverse the procedure.  For retaining the high luster on the stainless steel, use a non-abrasive standard stainless-steel 

cleaner. 

8. Wash Dishes: Employees will use three sinks when washing dishes (primarily utensils) at the end of the workday.    

¶ Sink ---Wash (hot water--110̄  for manual dishwashing)τuse ample detergent 

¶ Sink # 2τRinse (hot waterτno detergent) 

¶ Sink # 3τSanitize (75̄ ) Use test strip to check sanitizing strength per directions. 

¶ Air dry all dishes 
 

9. Wipe down all machine fronts with sanitizer.  The exteriors of all machines should be kept bright and attractive by 

using a mild detergent or non-abrasive cleaner. 

10. Wipe down all counters with sanitizer spray bottle. 

11. Remove all the garbage, recyclables, and crush cardboard.  Take outside and place in the appropriate containers 

provided. 

12. Stack all empty beverage crates and bun trays. 

13. Add water to bun warmer and hot humidity cabinet if needed. 

14. Sweep floor. 

15. Mop floor, use 1/4 cup of detergent and fill the rest with water.  Discard dirty water after you are finished.  Do not 

save the detergent. 

 
16. Close and Lock Safe. Ensure that all money is placed in the designated safe and the safe lock is secure prior to closing 

and locking the doors. 

 
17. Lockup.  Check to make sure concession roll windows and doors are locked (including storage doors), and all 

equipment and lights are turned off. 

 

Concession Mechanical Equipment  

There are many pieces of equipment that staff will need to become comfortable using.  In this section, there is detailed 
information on the more complicated pieces of equipment.  If any piece of equipment breaks down or malfunctions, the 
concession and facility manager should be notified as soon as possible. 
 

Slush Puppy Machine & Making Slush 
Slush flavors used to make a slushie puppy will stain.  If you get the flavors in your hands while you are working, wash 
them as soon as possible with soap and water.  The stains are not permanent on skin but tend to be permanent on 
clothing. The Slush machine is on a timer that is set to reflect our hours of operation.  Staff should not adjust or turn on 
timer knobs for any reason. Leave distance between machines so they are able to circulate. 
 
Carson/Fairfax/Hobbs - Fill slush to the first mark on the white container (A).  Water should be added until it reaches the 
line marked (B).  Slush will take about 20 minutes to freeze.  Pre-mix additional containers of slush and put in the cooler.  
There should always be at least one flavor ready to sell.   
 

Hotdog/Brat  Roller Grill: Making Hotdogs/Brats (Hobbs) 
When making hot dogs/brats, be aware of the events/schedule for the day.  If it is a varsity game or tournament 
weekend at Hobbs, fill the hotdog roller with 24 hot dogs and 12 brats.  If the daily schedule is light, start with a low 
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number of hot dogs/brats and adjust accordingly.  Also, be sure to watch the time of day that you are re-filling the 
hotdog roller.  If it is later in the day, do not put many hot dogs/brats on. For example, if it is past 7 pm and there are 
only 20 people in the facility do not put on any more hotdogs/brats.  
 
The roller grill is divided into two independently controlled heat sections.  The right control knob controls the rear cooking 
section, and the left control knob controls the front cooking section.  A signal light is provided next to each control knob 
to give a visual check to see if one or both sections are turned on. Cooking time will vary depending on the starting 
temperature and quality of the product.  The proper final temperature for the hotdogs/brats is 165 degrees F.  
Temperature may be tested by inserting the hotdog thermometer into the hotdog about halfway and waiting 
approximately 30 seconds or until the thermometer stabilizes.  Then read the temperature.  If it is too low or high, turn 
the dial up or down accordingly. 
 

Bun Warmer (Hobbs) 
Using the power switch, turn the unit on.  The pilot light on the front of the unit will indicate when the power is on.  
Select a setting on the thermostat for warming or holding rolls. To keep the hamburger and hotdog buns soft and fresh, 
turn the control knob to a low position.  Higher settings should be used only for short periods or preheating the heat.  
Put the buns in the warmer inside an open bag.  If the buns dry out, reduce temperature. Make sure that there is always 
a small layer of water inside each section of the bun warmer. Do not fill the sections too high with water, or water will 
get into the bun bags.  
 

Hot Food Humidity Cabinet: 
Hot food humidity cabinet should be turned on and set to 90 degrees. This is used for warming cheese cups, wrapped 
brats and wrapped hotdogs. The water reservoir in the hot food humidity cabinet must be filled at all times.  
 

Ready-to-Serve Brats/Hot Dogs: 
All ready-to-serve brats/hot dogs will be placed in a bun wrapped in tin foil and placed in a warm held up to a temperature 

of at least 135 degrees. Nesco Roasters are used as warmers at Fairfax and Carson Park. 

 

Popcorn Machines: 
Popcorn machines should not be moved or shared between facilities.  Staff are required to clean the machines thoroughly 
after use or at closing.  Trays should be emptied and cleaned with detergent and sprayed/wiped up with water after. 
Internal and external walls should be cleaned with hot water and detergent to remove grease build-up. Sprayed/wiped 
up with water after.  Filters and kettles need to be removed and cleaned weekly.  Kettles should be cleaned with a 
stainless-steel cleaning product. 
 

Hot Beverage Machines: 
Fill all hot beverage containers up to the fill line with the appropriate powder. All internal pieces and trays must be cleaned 
at the end of each night. Return all pieces and trays to their appropriate places after they are cleaned.  

 

Product and Merchandise  

Pricing 
Product pricing and menus are established prior to each season.  The Recreation Manager, Facility and Program 
Supervisors schedule a meeting to discuss product cost, pricing, menu selections, vendors, vendor agreements, and review 
policies. 
 
Pricing is determined by the cost of the product and driven by an expected profit margin.  Considerations include 
affordability and charging a lower cost for healthy options. 
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Item Selection 
Review and selection of menu items vary between each operation.  Standard menu items are sold at each facility.  
Considerations include healthy options, seasonal items, and the nature of the facility.  Busy stands should have a reduced 
number of choices to keep lines moving quickly. 
 
 

Inventory and Waste Procedures  

Inventory will be taken by counting cases and pieces of product in the concession stand.  This includes food, beverages, 
cups, lids, trays, detergent, etc.  Inventory will be taken before opening and after closing on determined days. 
 
All waste will be recorded daily on the waste inventory sheets.  .Ŝ ǎǳǊŜ ǘƻ ǊŜŎƻǊŘ ŀƭƭ άŎƻƳǇ ƛǘŜƳǎέ ǿŀǎǘŜ ǎƘŜŜǘΦ  After the 
stand has closed, submit the waste report to the manager. 
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Job Descriptions and Staff Responsibilities  
 

JOB DESCRIPTION ς CITY OF EAU CLAIRE 
_________________________________________________________________________________________ 
 
POSITION TITLE: Concession Operations Specialist 
JOB CODE: Z01-1 
DEPARTMENT: Community Services  
DIVISION: Recreation 
REPORTS TO: Recreation Program Supervisors 
LAST UPDATE: April 2025 
__________________________________________________________________________________________ 
   
POSITION SCOPE 
 
This position oversees the Eau Claire Recreation concession operations at all or some of the following locations: 
Carson Park, Hobbs Ice Arena, and Fairfax Pool. The Concession Operations Specialist must also have the ability 
to communicate and work with many user groups and volunteers in conjunction with the Carson football 
operations. 
 
ESSENTIAL FUNCTIONS 
 
Plans and organizes concession sales and stand operations. 
Communicate with vendors to discuss orders and billings. 
Purchases, shops, orders, and stocks product inventory. 
Maintains concession menu and prepares concession products for sale. 
Works with Recreation Manager and Facility and Program Supervisors to set pricing. 
Manages cash handling, deposits, and daily accounting receipts. 
Maintains Serv-Safe food handling practices and sanitary conditions in the stand. 
Supervises, trains, evaluates, and schedules staff. 
Ensure compliance with division policies and procedures. 
Works with volunteers and user groups as needed. 
Keeps accurate records of product ordered, receipts of product purchased and delivered, accident reports, etc. 
Performs and supervises maintenance and general housekeeping of concession stand according to Health 
Department Standards. 
Performs accounting duties including balancing cash drawers, performing daily deposits, preparing deposit bags, 
tracking sales, purchases, and registers overages and shortages. 
Responsible for manager change and register start change. Count all funds during operations. 
Responsible for inventory management to include recording items purchased, sales, waste, and conducting 
weekly audits. 
Has positive communications with the customers to encourage business.  
Holds in season staff training course on customer service, equipment operations, suggestive selling and Serv-
Safe food handling procedures. 
Works with the staff, motivating them to provide great customer service, and maintains positive working 
relationships. 
Makes recommendations of product purchases to the Recreation Manager, Facility and Program Supervisors, 
and Recreation Program Supervisors.  
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Completes paperwork as required (timesheet, accident reports, payment requests, etc.). 
Shall wear ECPR staff uniform per the Recreation Division dress code. 
Follows all cash handling policies and procedures as directed. 
Ability to communicate on demand (cell phone or related device). 
Maintains prompt, predictable, and regular physical attendance. 
Must be able to take direction and work well with others. 
Must be able to concentrate and perform accurately. 
Must be able to react to change productively and handle other tasks as assigned. 
Must be able to back-up fellow co-workers.  
 
NON-ESSENTIAL FUNCTIONS 
Performs related duties as required. 
 
EDUCATION/EXPERIENCE/CERTIFICATIONS 
SERV Safe Food Protection Manager Certification preferred. 
An ability to operate basic concession equipment, Point of Sale software, and Microsoft Office software (Word 
& Excel) is required. 
Must possess and Ƴŀƛƴǘŀƛƴ ŀ ǾŀƭƛŘ ²ƛǎŎƻƴǎƛƴ ŘǊƛǾŜǊΩǎ ƭƛŎŜƴǎŜΦ 
Must possess strong oral and written communication and customer service skills.  
Knowledge of basic accounting practices is preferred.  
2 years of supervisory experience is preferred. 
 
SUPERVISION/DIRECTION RECEIVED 
Recreation Program Supervisors 
 
SUPERVISION/DIRECTION EXERCISED 
Concession Cashiers, Lead Cashiers 
 

WORK ENVIRONMENT 
Work is mainly sedentary with occasional light lifting of up to 50 pounds.  
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JOB DESCRIPTION ς CITY OF EAU CLAIRE 
__________________________________________________________________________________________________ 
 
POSITION TITLE: Concession Lead Cashier   
JOB CODE: Z01-1     
DEPARTMENT: Community Services 
DIVISION: Recreation 
REPORTS TO: Concession Operations Specialist/Recreation Program Supervisors  
LAST UPDATE: April 2025   
__________________________________________________________________________________________________ 
 
POSITION SCOPE 
The Concession Lead Cashier will be a working lead in the Carson Parkv or Hobbs Ice Arena concession stands. 
Responsibilities include: overseeing concession workers and volunteers, handling customer issues within the stand, 
balanced cash receipts, count managers and start change, review and inventory supplies, and other duties as assigned. 
The Concession Lead Cashier must also have the ability to communicate and work with many user groups and volunteers.  
 
ESSENTIAL FUNCTIONS 
Stocks/records product inventory and communicates to Concessions Operations Specialist and Recreation Program 
Supervisor. 
Ensures proper cash handing, operates a cash register as needed, and verifies accuracy of daily deposits. 
Maintains concession menu and prepares concession products for sale. 
Promote specials/sale items as directed. 
Maintains SERV Safe food handling practices and sanitary conditions in the stand. 
Keeps accurate records of inventory logs, cashier logs, waste reports, accident reports, etc. 
Performs and leads maintenance and preparation of concessions equipment and general housekeeping of concession 
stand according to Health Department Standards. 
Provides direction, positive communication, excellent customer service and communicates effectively with co-workers, 
volunteers, and customers. 
Completes paperwork as required (timesheet, accident reports, payment requests, etc.). 
Shall wear ECPR staff uniform per the Recreation Division dress code. 
Follows all cash handling policies and procedures as directed. 
Ability to communicate on demand (cell phone or related device). 
Maintains prompt, predictable, and regular physical attendance. 
Must be able to take direction and work well with others. 
Must be able to concentrate and perform accurately. 
Must be able to react to change productively and handle other tasks as assigned. 
Must be able to back-up fellow co-workers.  
 
NON-ESSENTIAL FUNCTIONS 
Performs related duties as required. 
EDUCATION/EXPERIENCE/CERTIFICATIONS 
aǳǎǘ ǇƻǎǎŜǎǎ ƻǊ ƻōǘŀƛƴ όǿƛǘƘƛƴ ол Řŀȅǎ ƻŦ ƘƛǊŜύ ŀƴŘ Ƴŀƛƴǘŀƛƴ ŀ ǾŀƭƛŘ 5ǊƛǾŜǊΩǎ [ƛŎŜƴǎŜ. 
SERV Safe Food Protection Manager Certification preferred. 
SUPERVISION/DIRECTION RECEIVED 
Concession Operations Specialist/Recreation Program Supervisors/Recreation Manager  
SUPERVISION/DIRECTION EXERCISED 
Concession Cashiers 
WORK ENVIRONMENT 
Work is mainly sedentary with occasional light lifting of up to 50 pounds. 
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JOB DESCRIPTION ς CITY OF EAU CLAIRE 
__________________________________________________________________________________________________ 
 
POSITION TITLE: Concessions Cashier   
JOB CODE: Z01-1    
DEPARTMENT: Community Services 
DIVISION: Recreation 
REPORTS TO: Concession Operations Specialist/Recreation Program Supervisors/ Recreation Manager   
LAST UPDATE: April 2025  
 

 
POSITION SCOPE 
 
This Concessions Cashier will be working at Carson Park, Fairfax Pool, and Hobbs Ice Arena. The role of the Cashier is to 
follow approved sanitation policies and procedures. Responsibilities include: ability to work with people, provide high 
quality customer service, maintain safe operation and cleaning of all concession equipment, perform maintenance and 
general housekeeping of concessions stand according to the Health Department Standards, maintain safe-serve food 
handling practices and sanitary conditions in the stand and sell concessions/operate cash register. Previous restaurant or 
fast-food experience desirable.  
 
ESSENTIAL FUNCTIONS 
Sells concession and operates cash register. 
Prepares concession product for sale. 
Performs maintenance and preparation of concessions equipment and general housekeeping of concession stand 
according to Health Department Standards. 
Completes paperwork as required (timesheet, accident reports, payment requests, etc.). 
Shall wear ECPR staff uniform per the Recreation Division dress code. 
Follows all cash handling policies and procedures as directed. 
Ability to communicate on demand (cell phone or related device). 
Maintains prompt, predictable, and regular physical attendance. 
Must be able to take direction and work well with others. 
Must be able to concentrate and perform accurately. 
Must be able to react to change productively and handle other tasks as assigned. 
Must be able to back-up fellow co-workers.  
 
SUPERVISION/DIRECTION RECEIVED 
Concessions Lead, Concessions Operations Specialist and Recreation Program & Facility Supervisor. 

 
SUPERVISION/DIRECTION EXERCISED 
Not applicable 
 

Work Environment 
Work is mainly sedentary with occasional light lifting of up to 50 pounds.  
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Orientation  - Informational Orientation 
Introduction 

¶ Lead cashiers & cashiers 

¶ Tour facilities (bathrooms, rinks, mop room, AED, pool house)   

¶ Where all items are stored 
 

Opening Duties 

¶ Prepare registers 

¶ Prepare food stations 

¶ Hotdogs/meat and buns 

¶ Popping popcorn 

¶ How to open windows 
 

POS, Cash-Handling Procedures, & Customer Service 

¶ Logins 

¶ Large bills 

¶ Customer service 

¶ Handling lines 
 

Closing Duties 

¶ Restocking 

¶ Counting waste 

¶ Cleaning machines  

¶ Sweeping & mopping 

¶ Washing dishes 
 

Scheduling & Hours 

¶ Personnel paperwork   

¶ Timesheets 

¶ W2W (When to Work) preferences 

¶ Requests for time off (plan ahead) 

¶ Responsible for the shifts you are scheduled for 
 

Uniforms & Safe Food Handling Requirements 

¶ ALWAYS wear city issued uniform 

¶ Closed toed shoes 

¶ Hat, visor, hair net, or bandana. If forgotten, hair net is required/provided. 

¶ No rips in jeans 

¶ No sweats 

¶ No short shorts 

¶ ALWAYS WEAR GLOVES WHEN HANDLING FOOD! 
 
Volunteers 

¶ Work with volunteers at Carson Park 

¶ Be kind & respectful to all volunteers 

¶ Any volunteer questions can be answered by the Lead Cashier, Program Supervisor or Concessions Operations 
Specialist. 
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Q & A Session 

Interactive Orientation (How to) 
POS Registers 

¶ Login 

¶ Using POS 
 
Cash Handling 

¶ Cash Handling Policies 

¶ Verification of Start Change 

¶ Signing out your start changeτgetting additional change as needed 
o No checks 
o No bills larger than $20 
o Leaving cash on top of drawer until transaction is finalized 
o Explain counting back change 
o Counting back cash to customer 
o YŜŜǇƛƴƎ ƳƻƴŜȅ ǎǘǊŀƛƎƘǘ όάƘŜŀŘǎ ƎƻƛƴƎ ƛƴ ƻƴŜ ŘƛǊŜŎǘƛƻƴέύ 
o Credit Cards now ACCEPTED 

¶ Transaction Errors (Fill out deleted payments log and report to site supervisor) 

¶ End of shift, count down drawer 

¶ Securing money at closing 
 
Safe Food Handling Procedures 

¶ Washing hands 

¶ Thawing frozen product (written dates)  

¶ Rotating stock in freezer (thermometers)  

¶ Using glovesτwashing hands 

¶ Using sinks, washing dishes 

¶ Health Dept. reporting sheet 
 
How to Make 

¶ Slushies 

¶ Coffee / hot chocolate / cappuccino 

¶ Pizza (Fairfax) 

¶ Hotdogs & brats 

¶ Grilled food (brats and hotdogs) 

¶ Popcorn (½ cup of oil, 1 cup seeds, 1 Tbsp of Flavacol) 
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Using Mechanical Equipment 

¶ Hog dog roller ςwhat temperature to put it on and bun warmer.  Remember to fill the bun warmer with water.  

¶ Pizza- cook pizza for ~ 18 minutes. Remember to check it.  

¶ Popcorn- Turn on all four switches. Turn kettle heat and motor off after making popcorn.  

¶ How to change a cheese bag on cheese machine 

Cleaning 

¶ Sweep 

¶ Mop ς show how to fill mop bucket 

¶ Counters- wipe down with sanitizer- do throughout the night to keep things looking nice 

¶ Sanitizer- shows how to fill the bottle 

¶ Show where the dumpster is located 

¶ Show where to find extra garbage bags for at the end of the night 

¶ Cleaning hot beverage machines at the end of the night, remove inner nozzles 

¶ Refill pop and remember to rotate. Nearest expiration dates move to the front 

¶ Restock candy, chips, cups, lids, and popcorn bags at the end of the shift 

¶ Pizza trays and utensils 

¶ Popcorn machine, trays, and utensils 

¶ Slushie machine drip trays 

¶ Hotdog roller 
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Vendor  List  

Canteen Vending 
3172 Berlin Drive 
La Crosse, WI 54601 
Audrie - Product 
Audrie.Mitchell@compass-usa.com  
Kylee ς Machines 
608-400-3098 
 
Festival Foods (Brats) 
Justin Myer  
jmyers@festfoods.com  
2717 Birch St 
Eau Claire, WI 54701 
(715) 895-7800 
www.festfoods.com 
 
IFD 
Mike Morris 
313 North Hastings Place 
Eau Claire, WI 54703 
mmorris@callifd.com  
715-852-0903 
 

{ŀƳΩǎ /ƭǳō 
4001 Gateway Drive 
Eau Claire, WI 54701 
715-836-9585 
www.samsclub.com 
 
Dairy Queen 
Marie Johnson 
marie@ecdq.com 
715-271-2317 
 
Riverside Bike and Skate (Hobbs) 
937 Water Street 
Eau Claire, WI 54703 
riversidebikeandskate@yahoo.com 
(715) 835-0088 
 
Midwest Food & Tobacco Group (Tri-Mart) 
4603 Domain Drive 
P.O. Box 308 
Menomonie, WI 54751 
Joy Harmer 
jharmer@trimart.com 
 

Webstaurant Store 
Cold Cups/Lids, Nacho Cheese Cups, Slushie Mix 
(FFX)  
See Facility/Program Supervisor for Online Login 
https://www.webstaurantstore.com/?gclid=Cj0K
CQjw2a6wBhCVARIsABPeH1tRpbX3fhCQWqgIh-
NMKyA0A5nPN40y92u8VcmEnJePAB_cR_fLhN8a
AmGHEALw_wcB  
 
Amazon 
Cold Cups, Lids, Straws, Etc. (as needed) 
www.amazon.com 
See FT Administrative Associate for Login 
 
Eau Claire County Health Department 
Hobbs Inspector 
Alyssa Streveler 
715-839-6160 
Alyssa.Streveler@eauclairecounty.gov  
 
Carson Park Inspector 
715-839-2852 
Valerie Reiter 
Valerie.Reiter@eauclairecounty.gov  
 
Benedicts Refrigeration 
Carson Freezers/Fridges 
1003 Harlem St 
Altoona, WI 54720 
715-834-3191 
*Call for Services 

mailto:Audrie.Mitchell@compass-usa.com
mailto:jmyers@festfoods.com
mailto:mmorris@callifd.com
http://www.samsclub.com/
mailto:jharmer@trimart.com
https://www.webstaurantstore.com/?gclid=Cj0KCQjw2a6wBhCVARIsABPeH1tRpbX3fhCQWqgIh-NMKyA0A5nPN40y92u8VcmEnJePAB_cR_fLhN8aAmGHEALw_wcB
https://www.webstaurantstore.com/?gclid=Cj0KCQjw2a6wBhCVARIsABPeH1tRpbX3fhCQWqgIh-NMKyA0A5nPN40y92u8VcmEnJePAB_cR_fLhN8aAmGHEALw_wcB
https://www.webstaurantstore.com/?gclid=Cj0KCQjw2a6wBhCVARIsABPeH1tRpbX3fhCQWqgIh-NMKyA0A5nPN40y92u8VcmEnJePAB_cR_fLhN8aAmGHEALw_wcB
https://www.webstaurantstore.com/?gclid=Cj0KCQjw2a6wBhCVARIsABPeH1tRpbX3fhCQWqgIh-NMKyA0A5nPN40y92u8VcmEnJePAB_cR_fLhN8aAmGHEALw_wcB
http://www.amazon.com/
mailto:Alyssa.Streveler@eauclairecounty.gov
mailto:Valerie.Reiter@eauclairecounty.gov
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Full-Service Opening Checklist Carson 
 
Popcorn 

- Make popcorn following the instructions on the machine 
- wŜŦŜǊ ǘƻ ǇǊŜǾƛƻǳǎ ȅŜŀǊΩǎ ƛǘŜƳ ǎŀƭŜǎ όƪŜŜǇ ƛƴ ƳƛƴŘ ƎŀƳŜ ǿŜŀǘƘŜǊ ŎƻƴŘƛǘƛƻƴǎ ŦǊƻƳ ǇǊŜǾƛƻǳǎ 

years) and make at least that minimum amount for that game. Place bags in soda crates and 
place the crates on top of the coolers for the cashiers to reach.  100+ bags to start a varsity 
football game. 

- Tape cardboard to floor under popcorn machine 
- Setup box flat on counter next to machine to leave the oil jug, oil cup and flavacol out. Saves 

cleaning up with no oil all over the floor and counter. (Gatorade Boxes work great) 
- Setup additional white table for large events to store additional popcorn on όƛŦ ȅƻǳΩǊŜ ŦŀŎƛƴƎ 

the popcorn machine, it would be behind you) 
 
Bring out ketchup, mustard, relish, and candy from cooler 

- Ketchup, mustard, and relish sitting in the window from across the stand for customers to 
use. Use Football Stadium key to open, open roller window, wipe off counter.

Meat 
- {Ŝǘ ǳǇ ƴŜǎŎƻΩǎ ǿƛǘƘ ǿŀǘŜǊ ŀƴŘ ƭŀȅŜǊ ǿƛǘƘ ǘƛƴ Ŧƻƛƭ όbƻ ƳŜŀǘ ǘƻ ǘƻǳŎƘ ǘƘŜ Ǉŀƴύ 
- Setup meat station with a small white table, gloves, tin foil and a thermometer.
- Move Grill from the concession stand to the designated grill area 
- Bring meat for event out in meat packing. Bring extra pans for cooked meat to be 
ǘǊŀƴǎŦŜǊǊŜŘ ǘƻ ǘƘŜ Ƴŀƛƴ ǎǘŀƴŘ ƴŜǎŎƻΩǎ ƻƴŎŜ Ŧǳƭƭȅ ŎƻƻƪŜŘ ǘƻ мср ŘŜƎǊŜŜǎΦ 

- Bring out tongs, a thermometer, and knife. 
- Once grillers arrive, turn on all knobs and gas tanks 
- Verify grillers have washed their hands, signed in, wearing a hat and wearing plastic gloves 

to transfer meat. 
 
Volunteer Sheets 

- Setup volunteer sheets on designated counter space. Sign-in Sheet and Volunteer Sign-Up 
Sheet. 

 
Candy 

- Take out candy from fridges and cabinets and place it on counters. 
- Set up an additional small white table at stations 3 & 4 for busier games. 

 
Make coffee 
 
Make hot chocolate for busy events 
 
Make sure all items are fully stocked 
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End of Service Cleaning Checklist Carson 
 
Wash all utensils 

- Clean out coffee / hot chocolate pots 
- Grilling tools 
- Popcorn trays and utensils 
- Drain and rinse out all sinks 

 
Turn off machines (EXCEPT Slush Puppy machine) 

- Roaster NESCOs (unplug) 
- Popcorn machine 
- Coffee machine (turn off at Carson only) 
- If warm, turn off pizza warmer, if colder, leave on to keep popcorn oil liquefied.  
- Grill, make sure all tanks are turned off. Place in stand last. 

 
Discard used, disposable plates and gloves 
 
Restock all items 

- Slush Puppy Ready-To-Use mix and jugs 
- Candy, chips, condiments 
- Cups / Straws / Lids / Napkins 
- Soda 
- Water 
- Popcorn Seeds 

 
Return cold items to refrigerator 

- Candy, Condiments 
- Buns (to freezer) 
- If there is not an event within the 7-day mark, move all meat to freeze with dates (label bag 

with date opened/cooked) 7-day mark. If not, keep in fridge for the next event. 
 
Wipe down all counters and machines with sanitizer 
 
Record and discard all wasted products on the waste inventory sheets 
 
Sweep all floors and mop 
 
Take out garbage bags 

- Break down cardboard and put in cardboard dumpster 
- Replace garbage can liners 

 
Stack all empty beverages and bun crates 
 
Count all start change and deposit money 

- Fill out counting slip 
- Have a supervisor recount all money 
- Place all money and counting slips in appropriate
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Food Employee Reporting Agreement (Form 1 -B) 
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Cashier Reconciliation Form  
 

  

Manager Change Reconciliation Form  
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Food Employee Illness Action Guide  ï Post on Site  
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Employee Time Log  
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Food Preparation Critical Temperature Sign - Post On -Site 
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Hand Washing Sign - Post On Site  
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Hand Washing Sign - Post On Site  
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53 
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Incorrect Transactions  
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Receipt GL Distribution Report  
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Shift Summary Report  
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Waste & Inventory Form (Carso n, Fairfax Hobbs ) 

 
U:\Recreation\Recreation Concessions\General Operations Information\Forms 
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Product Sales Form (Carson ) 
 

 
 
U:\Recreation\Recreation Concessions\Carson Park\Financial Records\Payouts - Organizations 
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Product Sales Tally Sheet  
 

 
U:\Recreation\Recreation Concessions\Carson Park\Financial Records\Product Tally Sheets  
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CHECKS ONLY TAKEN FOR GROUP ADMISSION OR FAIRFAX POOL MEMBERSHIPS!  
 
 

  


